MEEBARIGM FOR: CIA Librarian
SUBJECT

distridation deais

: FProesasiag Pubiications

d+ The Dooument nmmmmmm,w
in multi-copy, sight t0 ten thpusund different publicutions esch
month. The great msjerity of Lhase sre dissemisated an & stesdard

and o ste recerds are msintained in the

Seandard Distributiea Kardex File. Abswt five bunired of these
are selevied for Istellofax, F1 inda:cdag, and/or aleralilatng,
Muawmmmﬁamtwtmwm.

2. The sevem 4igit oon 1 mmsber 13 super-ispossd over the
raport mamber given huy the inktor wiich ankes it mscessary to
PFrapre & aress reference (soutce card) in order to locste the
docusent for retriewal.

3« Some publicaticns whi¢a are rejected by curremt LI
indexad by Intellofax.

L It is recowsended thay the precessing of publicaticns be
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T™ose which meri¢ indexing be IPi~indexed, intellofa: o
be reservec for fnformstion reports.

AlLL publicetions be flled Ly the Likrary ia bard
copy sand that no other document nusber be assigned.

¥hen the susber af documants $n & series Letomes too
valuninous or inm:tive they be mierofilsed sad filed
on Yeels,

Source cards (or DABE cards) be prepwred caly for
those series of dpcmeentz wiick exparience fadicates
4 need.

Vital Becords 4 be prepared on Actifils on &
selscted beasis Lf hard coples are not available.
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